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CJ ass ifi cation Re v iew P ro ce d u r e 


CRP 78 -2/OSS 


PROC EDURES IN HANDLIN G OSS MATERIAL 
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1 • Orderin g Material : 

Place otcier^forj OSS material only with 
telephone number Or der the 

you want, not by Job or Box Number, responsible for 

scheduling the material for review. 


2 • U se o f th e Withdra wal N ot ice: 


,, , „ Whei ? a document is exempted from declassification it will be 
its folder or box. It will be replaced by a pre-numbered 
Withdrawal Notice. On the Withdrawal Notice fill in the Job No., 

No., and the Folder No. from the document. There 
in the “Date" item on the Withdrawal Notice. The 
be stamped with the classification review stamp, 
pre-prlnted Withdrawal Notice is to be written on 

space provided on the stamp for 'Document No." (For complete instructioi 
on how to fill in stamp see CRP 78-1 /OSS, para (4)(D). ) 


. Box 
Is no need to fill 
pulled document must 
The number from the 
the document In the 


After stamping exempted documents and completing a form 4023A 
on each, place them numericalTy In a records center box. When the box 
is filled, send 1 1 ^^^^^^^Bbddressed as follows: 



ob No. 79-00332A 


3 . Han dling Bu lky Docu m ents : 

. - U is ^guested that bulky and hard-to-handle documents, 
attachments, enclosures or materials be placed in an envelope with 
che document number noted in the upper right hand corner of the 
envelope, before placing them in the records box. 


Chief, Clas^^caaorn<eview Group 
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